
DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2229

PAGE 1 OF 3

DEPARTMENT OF HEALTH & MENTAL HYGIENE
HCF OFFICE OF HEALTH SERVICE II

S E C R E T A R I A T O F F I C E / A D M I N I S T R A T I O N / B O A R D

Item No.

1.

2.

3.

Description of Records Series (from Inventory Form)

This schedule superscedes schedules,l 042,1189,1467,
Division of Children Services

a. noau oiarc

b. Oral Health - Dental
c. MCO Dental Services
d. Fee For Service Dental
e. EPSDT - Audio logy Program and Hearing Aid

Pre-Authorization
f. Occupational/Speech/Physical Therapy For

Children and Adults, Chiropractic, Vision Care to
Pre-Authorization

g. EPSDT - Policy, Certification and QA Standards
Lead Screening to Immunizations, Nutrition;
Foster, Kinship to Juvenile Justice Healthcare

h. Special Needs Children (SSI/DDA) Medical
Records AD Hoc Reviews

i. EPSDT Therapeutic Aides, Provider Training
j . Health and Substance Abuse for Children, Head

Start

Division of Health Choice Customer Relations
a. Enrollee Action
b. Provider Hotl

Division of Outreach and Care Coordination
a. 0 to MCO Program Consultant Files
b. Compliant Resolution files
c. Care Coordination-Ombudsman Programs
d. Family Planning
e. Healthy Start
f. QB Services/MCHP Outreach

APPROVED BY: (DHMH Official)

DATE: / / /VfA^

SIGNATURE: <%AM#^ V\C7wLO)

NAME/TITLE: firecAr^> UiirfiJm.

Authorized Retention Period & Instructions

Retain in office for Three(3) years, then send
to State Records Center for four(4) years, then
destroy.

Retain in office for three(3) years.then send to
State Records Center for four(4) years, then
destroy

Retain in office for Three (3) vears. then send• V^V ^̂ ^WP • • • • • ^^F P P P ̂ V^V • ^̂ v • P • • P ^pr^v ^ ^^ M ^g ^V^HP ^ ^ f WP • V • P V w P P ̂ P̂

to State Records Center for four (4) years then
destroy

AUTHORIZED BY: (MD STATE ARCHIVES)

D A T E . DEC 0 9 2002

SIGNATURE: J^CMT^^iC. j / ^ * * ^ " * t / *
*

NAME/TITLE: EDWARD C PAPENFUSE. JR.. STATE
ARCHIVIST

DGS 550-1 (DHMH 2002)



DEPARTMENT OF GENERAL SERVICES

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2229

PAGE 2 OF 3

DEPARTMENT OF HEALTH & MENTAL HYGIENE
HCF OFFICE OF HEALTH SERVICES H

SECRETARIAT/ADMINISTRATION OFFICE/DIVISION BOARD/UNIT

Item No.

4

5.

6.

Record Series Description

Division of Health Choice Management Ouaiitv Assurance

a. MCO Rates
b. Provider Contracts
c. Market Conduct Studies
d. Prompt Pay
e. MCO Applications
f. Program Survey Questions
g. MIS Reports
h. MCO Provider Network
i. MCO Enrollee and Provider Templates
j . MCO Marketing

k. MCO Regulations
1. Provider/Enrollee Satisfaction Surveys
m. Quality Reporting
n. Clinical Review
o. EQRO Audit, Qip Health Risk Assessment

Review

Division of Hospital and Physician Services
a. SURS Case Review, Transplant/Hospital
b. Hospital Programs

c. Physician, Nurse Practitioners to Podiatry
Services

d. SURS Control
e. Bill Audit Files

Division of Healthv Kids

a. EPSDT Review
b. Healthy Kids Record Review Immunization

c. MCO/HMO Child QA, Provider

Retention

State Record Retain in office for five (5)
years, then send to Center for five(5)
years, then destroy

Retain in office for two(2) years, then
transfer to State Records Center for
four(4) years, then destroy

Retain in office for three (3) years and
then transfer to State Records Center for
four(4) years, then destroy

DGS 550-1 (DHMH) Continuation Sheet



DEPARTMENT OF GENERAL SERVICES-STATE RECORDS CENTER

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NUMBER 2229

PAGE 3 OF

HCF
S E C R E T A R I A T

DEPARTMENT OF HEALTH & MENTAL HYGIENE
OFFICE OF HEALTH SERVICES II

O F F I C E / A D M I N I S T R A T I O N / B O A R D

Item No. Description of Records Series (from Inventory Form) Authorized Retention Period & Instructions

7.
Division of Pharmacy & Clinic Services

a. Pharmacy Policy & Pre-Authorization
b. Pharmacy Assistance, Mfg. Rebate
c. Pharmacy Pre-Authorization,

Nutritional Supplements.
d. MCO Pharmacy Review
e. (DUR) Drug Utilization Review Board
f. Clinic Services (FQHC, MQHC,LHD)
g. Free Standing Ambulatory Surgical

Centers
h. Free Standing Dialysis

Retain in office for three(3) years, then
transfer to State Record Center for
four(4) years, then destroy

DGS 550-1 a [continuation] (DHMH rev. 2002)



DHMH Inalructiona -Make a bt of • • A M . Ootormne whether eech a non-record, record

material or both. Group hto Record S o n * . Prepare a eapaiara mernory form br eech

Record Sore* bentined. Al Rerord Seriet ar» to be btad on a Schedule Form. Forward al

Rocorda Inventory forme with thepropoaed Schedule form (DGS 550-1) to the DHMH

Racerda Officer thru your Recorda Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 207S4

(4101 799-1379

DHMH RECORDS INVENTORY

PAGE.A OF J_

1. Department/AQency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offca/Admimtration/Board

DIVISION OF CHILDREN SERVICES

3. OrvBJon/Unit or Saction

7!
DEFINITION - RECORD SERIES - A group of related racorda normaty flad and uaad aa a unit for refenanca aa wal aa ralarrtion and dbpoaition purpoaea.

4. Record Sanaa Trie 5. Ewfaat YeariLataal Yoar

to

6. Racord Sanaa Oaacnptsn (BriaDr doacnbo lha typaa of infarmalinnMogmiantMlonria bund in the aariaa. Includa tho purpoaa or function of tha aanea.)

}p, Orcv\ -
^ I / ' •

^ ^

^

G FlaDnmerla)

0 Micro*n Reel(a)

D Computer Tapa(a)

0 Other (specify)

Paper F a n ' tape: Electronic:

X Latter Site 0 FawSkfee 0 Kept on Hard Oriva

(35mm. etc)

0 Legal Size 0 Mfcroftn/ 0 Computer Tape

Microfiche

URob 0 OAudbTapa 0 Floppy Dak 10. Annual AccumuMon

0 FieDmwerta)

0 MicronVn Raal(a)

0 Computer Tapefe)

Number 0 Other (apecrfy)

0 Bound Book 0 Video Tape 0 CD.DVD.etc

OCarf X D Other (apacify)

11. FlaiaUaad X 0 Oaiy OWeekiy 0 Monthly OAmuat/ 12. Fie Seoomaa Inartva After _ 0 Uonthfa)

Number 0 Yaar(.)

13. Currant Location(a) (BUg.. Floor. Room) Qfo) (jj . fftj? S~^} 14. la Racord Sanaa Oupfcafd Ehaonare? (If yea. apacify agency or office.)

0 Yea V No Agency/Format

15. Privacy/AcceeaRestJictbna C Yea 0 No

0 Paraonal 0 Medical 0 Proprietary 0 Claaaified 0Other_

(If Yea. eta Uw(a) & Raguajtion(a)

16. Audi Requrairantl D None D Internal DOIG

0 Federal 0 Independent\rAagalalive

17. la an Index Syalam used? If yea. explain briefly and daairije requirementa

D Yea

18. Recommended Retention: In Office And In Storage (Each Format)

i

19. Name and TiBe of Pmpanar

E-maJ addreu:

20. Location:,

Qou
Tetophono Number*

OGS 550-1 (OHMH Rev. 2002 )



DHMH Instruction!* -Make • fat of al fles. Determine whether each m non-record, record

m&tenal or Doth. G.THJP into Record Sonet. Prepare a separate inventon/ form for each

Record Seriea idartjfied. Al Record Sanaa ara to be Bated on a Schedule Form. Forward al

Records Inventon forma with me propoaed Schedule form (OGS 550-1) to the OHMH

Records Officer tr.ru your Record* Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAO

P.O. BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

_ OF _f_

1. Dipartment/Auoncy

DEPT OF HEALTH & MENTAL HYGIENE

2. Offica/Admiibtration/aosrd

DIVISION OF HEALTHCHOICE CUSTOMER RELATIONS

3. Division/Unit or Section

7?
DEFINITION -RECORD Sc'RIFS - A group of related recortts normaly filed and used as a unit for reference as w«las retention and disposition purposes.

4. Record Senea TiBe

Hi-Hi

\ CL. 5. Eariest YeariLateet Yaar

i
>. Record Senea Descnbtion (Briefly dsacnba (ha types df nfennatiofi/doctmranta/forrns found h the series. Include th* purpose or function of the series.)

i:\j^*UoS c

•<Zu.L~.Um/ t>J Hu. fU
J'7*U

7. Record Sanaa Formetfa) Lai ul

Paper Fim / tace: Elnctronc:

X Letter Size CF»"/Sbdw 0 Kept on Hart tjnve

(35mm. ttiz)

0 Legal Size 5, Micrrflm/ 3 Computer Tap,

Merofcr-e

0 Rcla 0 0 Audio Tape fl Fkippy OUc

Q Bound Book 0 ' ' d « Tspe 3 CS.3VD.eic

3 Card x a C'Jier (soecrf'l

8. Record Seriea S

Atonabeticel

0 Numerical

Q Chronological

0 Gaographcal

0 Other (specify)

0 McrsAn ReeKa)

0 Computer Tape(s)

0 Other (soecrfy)

10. Annual Accumutaiion

Q FieOra»er(s)

0 Mcrohtn ReeKs)

0 Computer TepeM

Number 0 Other (specify)

11. FleisUsec jW«ekrr 0 Monthly QAnnusly 12. Fie Become* Inactive After _ 0 Month(s)

Number 0 Year(s)

13. Current LocatkxHs) (BUg.. Hoor. Room)

Sir,
14. Is Record Sanaa Oupfcated Ehaamam? (If yea. spaeiy agency or office.)

D Y « Y r l l Agency/Format

15. Privacy / Access Restrictions 0 Yes 0 No

0 Personal 0 Medical 0 Proprietary 0 Classified 0Otner_

(If Yes. cKa Law(s) 1 Regulation(a)

16. AudlRecjuramanta 0 Nona Olmamal OOIG

0 Federal 0 Independent•varLagWative

17. Is an Index System used? If yea. explain briefly and descrtw requirements

0 Yes

18. RamimpwOad RManfon: In Office And In Storage (Each Format)

19. Name and Trtfa of Preparer 20. Location: £2. O / ~lo •

Telephone Numbenl

2-tZdl

Room

21. Data

fl

DGS S50-4 (DHMH Rev. 2002 )



DHMH Inetructtna -Make a tat of al Ha. Oalamjia whether each » non-record, record

fnatahal or both. Group into Rocoid Sanaa. Prepare a separate mentory form for eech

Record Sanaa identified. Al Record Sanaa are to ba iatad on a Schadula Form. Forwent al

Records Inventory forms witti tna proposad Schedtda form (DGS 550-1) to the OHMH

Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGE. , •_

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offca/Admralration/Board

DIVISION OF OUTREACH AND CARE COORDINATION

3. Diviebn/Unil or Section

DEFINITION - RECORD SERIES - A group of related records nonnaly Had end used »e e uniltor reference as w«l as retention and dbpoaitpn purpoeea.

4. Record Sense Titte

\-GM0
5. Eerie.! Yearilateet Year

6. Record Senee Oeecription (Briefly descnbe the types of riformetiDO/documemVforms found n the eenee. Inckjdeths purpose or function of the series.)

. on casts. infi. - fkd Com&'o in from

s &*Y\CK Curt- -hil-teK OM-^^A .

ui\ MCHP. AW
7. Raranl Sense FormeKs) List H

9*pr. Tir..' • •«•• Electrons:

XLoaerSiM 0F»n/Sidas 0 Kent on Hard Oriva

(35mm. OK)

OLasalSze Q Microfan/ OCompularTape

D Rob D 0 Audio Tape Q Floppy Disk

0 Bound Book D Video Tape D CD.DVD.etc

0 Cart x 0 Other (tpecify)

ft. Record Sanaa Sequence

0 Numencel

D Chronobsicel

0 Geogrephcel

D Other (specify)

0 FbDrswenM

0 McroSm Reelts)

0 Computer T«po(i)

0 Other (specify)

10. Annual Accumulation

0 Fe>Drawer(a)

D Mcroftn ReeVa)

D Computer Tepe(s)

Number 0 Other (specify)

11. F lea Used X 0 D o * OWeetty 0 Monthly OAmuely 12. Fie Become. Inactive After 0 Morrth(a)

Number D Yeen»

13. Current Locetienfs) (Bbg.. Fbor. Room)

co.
14. Is Record Senas Dupicaiad Eaaemere? (If yea. specify eoencv or office.)

D Yea D No Agency/ Formal

19. Privacy / Access Reskictiora 0 Yes Y "a

0 Personal 0 Medical 0 PropneUry 0 Ctoasified

(If Yes. cio L H ( I ) 1 Regulation(s)

18. Audi Requiements 0 None D Internal DOIG

l iegsMve 0 Federal 0 Independent

17. (a an Index System used? If yes. axplein briefly and deacAe requrementa

0 Yes V N O

18. Recommended Retsntion: In Office And In Storage (Each Format)

19. Nama^dTaeofPreperer Q-ol loes-f
Tebphone Numberf

/-I/O 76 >-
Room! Q.\\

DCS 550-4 (DHMH Rev. 2002 )



DHMH Instructbna -Make a bt of al flea. Determine whether each b non-record, record

material or both. Group into Record Sariea. Prepare a aaparata inventory form for each

Rocord Series identified. Al Record Sariea are to be feted on a Schedule Form. Forward e

Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH

Records Officer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGE Jk OF ZJ—

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Office/AdminstrBtion/Board

DIVISION OF HEALTH CHOICE MANAGEMENT QUALITY

ASSURANCE

3. Division/Unit or Section

DEFINITION - RECORD SERIES - A group of related records normaly fted and usad as a unit for reference as well as retention and disposition purposoa.

4. Record Series THto 5. EarSeat Year/Latest Year

to

6. Record Series Description (8riefly describe the typea of information/documenta/forms found in the aeries. Include the purpose or function of the series.)

Q. Mcio X

Sfi4is fite-ho

G- MIS

I. MCO

7. Rocord Sariea Formatft* ^ ̂ =t al

Fknftape: Electronic:

Latter Size OFin/SGdes D Kept on Hard Drive

(35mm. etc)

Q Legal Size 0 Microflm/ 0 Computer Tape

Microfiche

0 Rob D D Audio Tape 0 Floppy Dak

D Bound Book D Video Tape DCD.DVD.etc

DCard x 0 Other (specify)

^ ^ A l

S. Record Series Sequence

Alphabetical

D Numerical

0 Chronological

D Geographical

0 Other (specify)

9. Volume

D File Drawees)

0 Microfim ReoKa)

Q Computer Tape(a)

0 Other (epecify)

10. Annual Accumulation

0 FfeOrewerfa)

D Microntn RaeVa)

0 Computer Tape(a)

Number D Other (specify)

11. FfeisUaed XO Daily D Weekly Q Monthly OAnnuoSy 12. Fie Becomes Inactive After D Montti(s)

Number D Yearta)

13. Current Location(a) (Bktg.. Floor. Room) 2.01 CO- 14. la Record Series Dupfcatad Elsewhere? (tf yea, apecify agency or office.)

0 Yes J ^ N o Agency/Format

15. Privacy/Access Restrictions 0 Yes

D Personal D Medical 0 Proprietary D Classified

(If Yea. cite Law(a) 1 Regulations)

16. Audi Requirements 0 None 0 Internal D OIG

legis lat ive 0 Federal D Independent

17. Is an Index System used? If yea. explain briefly end doscrbe requrements

0 Yea A No

18. Recommended Retention: In Office And In Storage (Each Format)

19. NameandTrttoofPreparer

E-mai address:

20. Location:

Telephone Number*

Hit 7fr7~ IV1!>
DGS 550-4 (OHMH Rev. 2002 )



DHMH Instructions -Make a let of al fios. Determine whether each • norhfecord. record

motarialor both. Group into Record Sana*. Prepare a separate inventory form for each

Record Seriea idontifisd. Al Record Sanaa am to be iatad on a Schedule Form. Forward al

Records Invantory forma with tha proposed Schedule form (DGS 550-1) to tha OHMH

Records Officer thru your Records Coordhator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JE6SUP. MARYLAND 20794

(410) 799-1379

OHMH RECORDS INVENTORY

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2. Offce/Admhistrstion/Board

DIVISION OF HOSPITAL AND PHYSICIAN SERVICES

3. OivocnAJna or Section

DEFINITION -RECORD SERIES • A group of rotated racord» oormaly flad and o»ad as a unit for refemnca a» wel a» retention and dbpoattion purpoaa*.

4. Raconl Sana* THe 5. Earlaet Year/Latest Year

6. Record Series Description (Briefly deecribs the types of nlom<atiuri<docurnentiffarms found «i the aariee. Includa the purpose or function of thai

q.
Admission and Length of Stay
Certification (DHMH 3808) - 1999

HCFA Quarterly Reports
FY98 through FY99

L
30 days, Corrections, Voids, Sendbacks - 1999

7. Record S t m Formers) - Lot al

Paper Fan/tdpe: S'^~'-—~Jz:

^ 0 Flm^idas 0 Kept on Hard Oriva

(35mm. etc)

0 Legal Size OMcroftnf D Computer Tap»

Mcisfich*

0 R e * 0 0 Audio Tapa 0 Fbppr Csk

0 Bound Book 0 Video Tapa 0 CD.DVD.etc

0 C « r d _ x _ D Other (spectfy)

8. Record Seriea Ssqusnca

0 Numerical

C Chronological

Q Gaooraprteal

D Other (specify)

9. Volume

Q FiBDrawen»

0 Mcroftn RaeKa)

0 Computer Tspafs)

Number 0 Other (specify)

10. Annual Accumntton

0 Mcrofkn RsaKa)

0 Computer Tape(a)

Number 0 Other (specify)

11. FlaiaUsed X D Oaiy D Weekly 0 Monthly OAnnueJy 12. Fie Becomes Inactive Aftar _ 0 Month(a)

Number 0 Yeai<a)

13. CumM Loeation(a) (BUg.. Floor. Room)

U). ShL-zA e.rr,

14. I* Record Series Dupsoted Elsewhere? pf yee. spaciry agency or ofFce.)

1 V n V N o Agency/Format

15. Privacy /Access Roatrrtorts G Yaa V N o

D Personal Q Medical D Proprietary QCIaaaified

(If Yes. cite Law(s) 4 Regulation^)

16. Audi Requremetrta 0 None D Internal OOIG

0 Foosral 0 Independent

17. Is an Index System used? If yoe. explain bnefty and daeenbe requremontl

0 Yac

18. Recommended Rotamiuii: In Offk» And In Storsge (Each Format)

Yee y N o

19. Name and Title of Praperer

E-mai addrasa:

20. Location: ryL, U I

Telephone Numberf

21. 0 «

DGS 550-4 (DHMH Rev. 2002 )



DHMH Instructions -Meke a b t of al fUes. Determine whether each b non-record, record

material or both. Group into Record Series. Prepare a separate inventory form for each

Recoid Series identified. AH Record Series are to be fated on a Schedule Form. Forward al

Records Inventory forms with the proposed Schedule form (DGS 550-1) to the DHMH

Records Officer thru your Records Coordinator

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGE _i

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

2- Office/Administration/Board

DIVISION OF HEALTHY KIDS

3. Divaion/Unit or Section

DEFINITION -RECORD SERIES • A group of related records nofmaBy fled and used as a unit for reference as weBas retention and disposition purposes.

4. Record Series TrtJe 5. Earfeat Year/Latest Year

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

.. 8PSOT

C, M66//|*0 Qft,

7. Record Series Formats) LVit c5 .

Paper. Fan/tape: Electronic:

yLetter Size a Fin/Sides 0 Kept on Hard Drive

(35mm. etc)

D Legal Size D Microftn/ D Computer Tape

Microfiche

Q Rods D D Audio Tape 0 Floppy Disk

0 Bound Book 0 Video Tape OCD.DVD.etc

0 C a r d _ x _ _ D Other (si

8. Record Series Sequence

Sf Alphabetical

D Numerical

0 Chronological

D Geographical

D Other (specify)

0 Fie Drawees)

D Microftn ReeKs)

D Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

0 F h DrawenM

0 MicnOn ReeKs)

D Computer Tape(s)

Number 0 Other (specify)

11. File is Used X 0 Doiy D Weekly 0 Monthly D Annual? 12. Fie Becomes Inactive After 0 Month(a)

Number D Yearfa)

13. Current Locatkxi(s) (BUg., Floor, Room) u). 14. Is Record Sense Oupfcated Ebewhere? (If yea. specify agency or office.)

D Yes J \ No Agency/Format

15. Privacy / Access Restrictions D Yea ^ No

D Peraonel 0 Medcel D Proprietary Q Classified

(If Yss. cits Law(s) 4 Rogulobon(>)

16. Audit Requirements Q None D Internal DOIG

^legislative 0 Federal D Independent

17. la en Index System used? If yes, explain briefly end describe requirements

0 Yes Y No

18. Recommended Retention: In Office And In Storage (Each Format)

Q 2 + k # H
Ĥv&Ki Ait*** Ce/2. -h S-hck (l+cc<Js Cs

19. NameandTfttoof Preparer

E-fnaS address:

Q.t\uy 21. Date

Telephone Number*

HIP 7b 7 - 7 4 2 3 Uto. &, ^06 a-
OGS 550-4 (DHMH Rsv. 2002)



DHMH Instructor. -Make a let of al Has. Determine whether eech is non-record, record

materiel or both. Group into Record Series. Prepare a separata memory form for eech

Record Seriea identified. AJ Record Series ere to be arted on a Schedub Form. Forward al

Records Inventory forms with the proposed Schedub form (DGS 550-1) to the DHMH

Recorda Officer thru your Records Coordinator.

1. Department/Agency

DEPT OF HEALTH & MENTAL HYGIENE

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410) 799-1379

2. Office/AdmhBtration/Board

DIVISION OF PHARMACY AND CUNIC SERVICES

DHMH RECORDS INVENTORY

PAGE _ / _ OF Jl_

3. Divaion/Unit or Section

79
DEFINITION - RECORD SERIES - A group of rotated recorda normaly fled and used aa a unit for reference as v/el ea retention and diepoatjoa purposes.

4. Record Seriea Tins - 5. Eeriest Yeer/Lateet Year

to

6. Record Seriea Poaujjliuil (Briefly describe the types of ivluiilisli»*<uoujrnems/forms found in ha eeriee. Include the purpose or function of Vie eeriee.)

£\. Files that Pharmacy Regs have been applied re. approval/disapproval of Prescription drugs.

b. Pharmaceutical Drug companies doing business with Medicaid.

t. Files applying Pharmacy regulations re. approval/disapproval of drugs and/or nutritionals.

d- Files applying Pharmacy regulations in relationship with the Managed Care Organizations.

€-. Files where federally mandated regs. apply to cliams bil led to Medicaid-fee-for-service.

P*. Outpatient, non-hospital surgical centers.

*+.' Outpatient, non-hospital dialysis centers.

7. Record Series FormaKs) Uatal

Paper. T ? - ' ***•: Electronic:

M Letter Size 0 Fan/Sides D Kept on Hard Drive

(35mm. etc)

0 Legal Sir* OMcroftnT D Computer Tope

Microfiche

ORoto 0 OAudioTepe !] Floppy Ob*

0 Bound Book 0 Video Tape OCD.OVD.etc

D Card x D Other (uoecify)

8. Record Series Sequence

V AWiabetcal

0 Numerical

0 Chronobgcal

0 GaogrephcsJ

0 Other (specify)

11. Fie is Used, r / o a i y DWeeUy 0 Monthly OAnnualv

13. Current Loeatbnta) (Bldg., Floor. Room) .

15. Privacy / Acceaa Restrictions Q Yea D No

0 Personal U Medical 0 Prooriatarv n Classified nOther

(If Yes. cite Law(a) 4 Regulation(a) '

17. la an Index System used? If yea. explain briefly and describe requnmerra

B Yea \ / No

19. NemeendTJleofPreperer /V QfJICJ 4 KCOfAOOriJ

E-mai address:

a.Vokime

y i Fie Drawer(s)

D Microftn Reel(s)

0 ComouterTanefs)

Number 0 Other (specify)

10. Annual'

Number

tecumulation

JO Fie Drawees)

' 0 Microftn Reel's)

0 Computer Tape(a)

0 Other (specify)

12. Fie Becomes Inactive After "~^ 0 MontMa)

Number ^D^Year(s)

14. Is Record Series Dupfcsted Ekewhere? (H yes. apedly agency or office.)

n Yea n No Asancy/Formal

18. AucBRequnments D None D Internal OOIG

OLegatatm 0 Federal D Independent

18. Recommended Retortion: m Office And In Storage (Eech Format)

vLylp^v/sCe/Z. 4t) STftrTfc {ijC'COM^ <L-CfJiC/Z. '^**-

21. Date

DGS 550-1 (DHMH Rev. 2002)


